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Project Change Request Form 

Change Request Number Requested By Date Requested 

 

Change Request Description  
Change Description (Include impacted objectives, deliverables and any new objectives and deliverables)  

 

Business Or Technical Justification For Change Request  

 

Priority  

 Top  High  Medium  Low 
Impact Of Not Making The Change 

 

Change Impact Analysis 
Impact on Project Requirements    In Scope   Out of Scope 
 

Impact on Project Risk  

Impact on Project Schedule 

Impact on Project Budget Projection 

Impact on Project Configuration 

Alternatives 

Recommendation 

Change Request Resolution 
Change Request Decision 

 Approved  On Hold   Denied 

Decision Date 

Decision Made By  

 Project Manager  Project Sponsor  Executive Sponsor  Other  
Reason for Decision 

 

Change Request Tracking (updates to project baseline) 
Requirements Document Yes N/A By Date Comments 

Schedule (WBS) Yes N/A By Date Comments 

Risk Mgt. Plan Yes N/A By Date Comments 

Configuration Mgt. Plan Yes N/A By Date Comments 

Communication Plan Yes N/A By Date Comments 

 


